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Clean White Border Eliminates Dyed Edges 


MAJOR SOURCE OF SPIRIT HECTOGRAPH STAINS REMOVED! 


Dyed edges of the master—long the biggest source of 
stains, smears and annoyance in spirit duplicating—have 
been eliminated by Columbia’s new Classic Ready-Master 
Unit. 

The hectograph coating of the new Classic Ready-Master 
is sealed off short of the edges—leaving a clean, dye-free 
border to handle. There’s no dye to rub off, stain and travel 
from typewriter to duplicator to files, either. Everybody and 
everything connected with your spirit duplicating stays 
cleaner with new Classic Ready-Master Units! 

The new Classic Ready-Master Unit incorporates these 


CLASSIC READY-MASTER BY 


A? 


additional features: Tru-Guide Indicia, Tempflo Super- 
coating and Folded Construction . . . additional guarantees 
of long, brilliant runs and re-runs! 


FREE SAMPLE — See for yourself the new cleanliness new 
Classic Ready-Masters will 
bring to yourspirit duplicat- 
ing. For free sample write, 
using company letterhead: 
Columbia Ribbon & Carbon 
Mfg. Co., Inc., 834 Herb C tumbiy a 
Hill Road, Glen Cove, N.Y. ( z a 
MASS ie 





READy. 
MASTER 
UNITS 


COLUMBIA RIBBON AND CARBON MFG. CO., INC., GLEN COVE, NEW YORK 
COLUMBIA RIBBON AND CARBON PACIFIC, INC., DUARTE, CALIFORNIA 






































EFEELFCTRIC °..the carbon paper 


especially designed for electric typewriters 


Your electric typewriter is only as good as the records it produces. That 
is why Panama-Beaver, leaders and pioneers in the development of 
highest quality carbon papers and inked ribbons for over half a 
century, have gone through years of research, taking advantage of their 
vast knowledge and selected skills to bring you “SELECTRIC.” This 
carbon paper has the cleanest finish ever, is easy to handle and gives you 
longer wear and service. “SELECTRIC” lets you erase without a trace! 
Panama-Beaver’s only business has been, is, and always will be to develop and 
produce superior carbon papers and inked ribbons for all business machines. MANIFOLD SUPPLIES CO. 
Do yourself a favor—try “SELECTRIC.” Brooklyn, New York 
Call your Panama-Beaver man, always a live wire! 
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Compact Edison Voicewriter keeps you in 
touch with your boss—and ahead of your 
work—whether he’s at his desk or on the road. 





Edison Voicewriter can show you the way 
to even out your work load, make your job easier 


Now’s the time to get relief from the 
scheduling problems that make your 
workday so hectic—and give yourself 
more time to function as a real execu- 
tive assistant. And nothing can help 
you do these two timely jobs like an 
efficient, easy-to-use Edison Voice- 
writer. 

With Edison Voicewriter, you find 
your workday begins to take a definite 
shape. Whether your boss is in the 
office or out, you find you can plan 
your work—and get it done—because 
Voicewriter dictation doesn’t take you 
away from your work, doesn’t make 
you “drop everything” in the middle 
of another assignment. 


Edison Voicewr iter ¢ a product of Thomas A. Edison Industries 


Why not suggest a trial of Voicewriter 
in your office on a low monthly 
payment plan? You’ll find this trim, 
good-looking equipment has been de- 
signed with you in mind—for easy 
operation that lets you transcribe at 
any convenient speed, start and stop 
on the exact word you want, hear 
every word clearly, accurately. 


WRITE TODAY for new free 
booklet on the wonderful 
Edison Voicewriter for 
Secretaries. No obligation 
is involved. Edison Voice- 
writer Division, Thomas 
A. Edison Industries, 
West Orange, N. J. In 
Canada: 32 Front St. 
W., Toronto, Ont. 









VOICEWRITERS in beautiful decora- 
tor colors—Executive Gray, Capri 
Green, Hunter Green, or Morocco 
Red—offer a new touch of styling 
you’ll be proud to have on your desk. 
And your Voicewriter can be per- 
sonalized with your initials if you 
like. For good looks and downright 
helpfulness, you’ll find your Voice- 
writer is one of the best friends you’ve 
ever had. 
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ofthe year... 


. . and a significant one, too. Mother Nature brings us a 
graphic pageant of beauty as her well-established perennials, 
nourished by season after season, burst into bloom. She also 
reminds us, as the ground loosens up after a season of dor- 
mancy, that there will be other products of the soil, too, if 
some effort is expended to produce them. 


But, it isn't only Nature’s flowers that bloom in the 
spring. This is the time, in our Association year, when the 
results of the efforts of our chapters and divisions open into 
rich blossoms, bringing the rewards of pleasure and satis- 
faction to every member. The perennials, and the fall 
plantings which have been nurtured and cultivated during 
the last few months are now about to break out in a brilliant 
profusion of successes: 


Educational successes — the workshops and study pro- 
grams are reaching their crests, and most thoughts turn 
now to the Certified Professional Secretary examination, 
so imminently and so prominently challenging. 


Professional successes — the public displays of profes- 
sional level which feature Secretaries Week and Secre- 
taries Day observances heighten the recognition being 
earned by secretaries, and encourage all secretaries, non- 
members of NSA as well as ourselves, to reach for 
greater improvement. 


Civic successes — the record of the hours of work 
contributed by our members in assisting the recognized 
voluntary fund-raising organizations and civic projects is 
a record of true service to our communities and to our 
fellow creatures. 


Membership successes — the fruition of the warm 
invitations extended to non-member secretaries is re- 
flected in the increasing numbers in our established 
chapters, and is crowned by the new chapters being in- 
stalled in areas where the benefits of NSA membership 
were not previously available. 


That listing merely highlights a few of the achievements 


which have been highly desirable effects caused by the 
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devoted work of chapter and division personnel, encouraged 
and aided by those members working at the international 
level. Above all is the whole-hearted and eager participation 
of all members, without which none of those successes, 
no matter how well the plans might have been laid, could 


be realized. 


But, spring is a time for planting, too — looking toward 
the future, toward those things we hope to see making our 
garden even more lush and luxuriant. And so we make our 
plans and lay out our plots with an eye toward the over-all 
picture. For example, our future educational programs are 
designed to augment — not to replace — those which have 
been so valuable. Our public relations gestures continue in 
the same vein as those which have proven fruitful, but we 
add every new means of presenting our profession to the 
public (for instance, we use our new five-minute animated 
sound film, “Journey for Miss James,” when addressing 
career groups, etc.). Our thought, in choosing and appoint- 
ing new leaders, is not to bring about the introduction of 
diametrically opposite concepts, but to build upon, and to 
improve where necessary, the framework which has been 
in the making. Our membership development plans con- 
stantly broaden, influenced by our recognition that the 


standards of all secretaries are a reflection upon each of us, 
and that as we invite more to join us in our efforts to elevate 
the standards of our profession, so will the prestige of our 
profession rise. 


Spring is a lovely time of the year — and a significant 
one, too; Mother Nature is generous with her blooms and 
with her lessons. Let us be sure to take the enjoyment and 
the benefits she intends for each of us! 





for type that sparkles 
like MEW 


Cleans type CLEANERI 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves. 


NO CARBON-TETRACHLORIDE 
69¢ at all stationers 




















and typewriter dealers 








CARBON PAPERS AND INKED RIBBONS 


ROCHESTER 1,NEW YORK 
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KEE LOX MANUFACTURING COMPANY — —>_‘ 


Sold through KEE-LOX branches and franchised independent stationers 


Better Carbons 
for 


Better Copies 
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Dean Inez Ray Wells 


Wi By the time this issue of THE SEC- 
RETARY reaches you, only a few days 
will remain before the 1958 CPS ex- 
amination. Here are a few tips that 
should make taking the examination 
easier. 

Get plenty of sleep. Don’t attempt 
any last-minute cramming. It is much 
more important to be rested and able to 
think clearly then it is to know a few 
more details — which probably won't 
be included anyway. 

Assemble needed materials. Assem- 
ble all of the materials you have been 
told to bring ahead of time so that you 
will have what you need and will not 
have to worry about them at the last 
minute. Put them with the other things 
that you are going to take. 

Dress comfortably. Of course you 
want to look your best, but do wear 
clothing similar to that in which you 
are accustomed to work so that you will 
be at ease. You might even “try out” 
your costume by wearing it to the office 
for a day or two. If you aren’t comfort- 
able, you won’t work well. 

Be on time. If you are going to a 
strange campus, allow adequate time to 
find a parking place, if driving, and to 
hunt for the rooms in which the examin- 
ation is to be given. It is better to get 
there a little early and have to wait than 
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it is to rush in at the last minute, out of 
breath. 

Don’t worry. Read the directions for 
each section of the examination care- 
fully, and do the best you can. This 
usually means thinking in general terms 
rather than in terms of specialized cir- 
cumstances in your own office. Work 
steadily, but at a pace at which you work 
well. The time allowance is such that 
you will probably complete, or nearly 
complete, all of the sections except V-A, 
Secretarial Performance. Ordinarily some 
candidates will not complete this section; 
but if the quality of work is good, ade- 
quate points may be earned even though 
the section is not completed. 

Don’t give up. One young woman 
“knew” she had failed Section V-A so 
she didn’t take V-B. But when papers 
were graded, her score on V-A was pass- 
ing. The failure by default on V-B (be- 
cause she hadn't taken it) made it neces- 
sary for her to take the whole section 
over. A number of candidates for the 
1957 examination have written me that 
they passed sections they thought they 
had failed and, I’m sorry to have to add, 
failed sections they thought they had 
passed. So don’t give up. You'll be tired; 
but so are the others. And you don't 
have to make a perfect score to pass. By 
the time you have written all six sec- 
tions, you'll feel as if you had done a 
week’s work. 

Relax between sessions. In the short 
breaks between sections, during the 
lunch hour, on Friday evening — relax. 
Make new friends. Talk about other 
things. Get your mind off of the exami- 
nation. You will do better when you go 
back to it. 

Don’t try to beat the grading ma- 
chine. Some people think that if they 
fill in all of the spaces on the answer 
sheet, the machine will register the 
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answer as correct. It won't. If two or 
more spaces for one answer are filled 
in, the machine registers the answer as 
incorrect. (All sections except V-A are 
machine graded.’ 

What if you don’t pass? We hope 
you will pass, but if you don’t don’t feel 
disgraced. Many people retake sections. 
You will know more about the exami- 
nation and should be able to study the 
parts with which you were unfamiliar. 

When will you know? Because of 
the number taking the examination and 
the amount of work required to check 
and recheck papers and compile the re- 
sults, it is not possible to get the re- 
sults out to you before late July or early 
August. We wish it could be sooner. 
Please be patient. 


Three Years in Which to Start 


Some secretaries who received letters 
from the Committee on Qualifications 
saying that they were approved for the 
1958 examination were unable to regis- 
ter for the 1958 examination. They have 
two more years (1959 and 1960) in 
which to get started without again sub- 
mitting their credentials to the Com- 
mittee. 


Looking Ahead to 1959 


If you plan to take the 1959 exami- 
nation, write now to the Committee on 
Qualifications, Institute for Certifying 
Secretaries, 222 West 11th Street, Kan- 
sas City 5, Missouri, for an application 
blank. Too many people waited for the 
December 1 deadline this year, and when 
difficulty was experienced in getting in- 
formation from employers and previous 
employers, their applications could not 
be cleared for the 1958 examination. 
(Work will continue on these, of course, 
so that an evaluation may be made well 
before the 1959 examination. ) 

(Continued on Page 15) 


THE SECRETARY—April, 1958 





% 


Golden-Touch Standard — world’s lightest standard touch! 


Tests prove you'll type with up to 26% less effort. Crisp, easy-to-read typing, even 
with many carbons. Models in color-rich, no-glare finish that cuts costly office fatigue. 


Never before 


such Golden Ease frie 


..such speed... = Qi 


Golden-Touch Portable — make 
your gift magic typing ease! 
Choose from 4 modern models — 
7 rich colors. Prices for every 
budget. Easy terms, too! 


such print-perfect 
results ! 


Clale(= a’, ele 


Golden-Touch Electric — tops all 
electrics in features! 16 more fea- 
tures than the next best electric. 
And the carbons are extra-sharp; 
type styles distinctively yours. 


_the only typewriters 


with Golden Touch,” 














Gladys Vedros 


@ As service center of NSA, the head- 
quarters office handles details and rou- 
tine in the operation of an Association 
serving almost 20,000 members and 
equivalent in size to a major business. 
Work at headquarters is varied and 
challenging, covering such facets of busi- 
ness as printing, purchasing, merchan- 
dising, accounting, mailing, shipping, 
and public and member relations 


through voluminous correspondence. 


At the helm of this operation is the 
executive secretary, who is responsible 
to the board of directors for administra- 
tion of the headquarters office. 


The headquarters staff conservatively 
estimates that it handles 200 pieces of 
mail a day. With some 300 new mem- 
bers being enrolled each month, the 
workload constantly grows. This neces- 
sitates a steady search for better ways 
to get the job done and a close work- 
ing relationship among headquarters 


personnel. 


The new executive secretary, Gladys 
Vedros, sets three immediate major 
goals for headquarters—to keep work 
current, maintain the high standards 
of the Association, and develop in- 
ternal procedures to insure excellent 


performance. 
Gladys has more than three years’ 
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weleome to your headquarters 


experience in working for NSA. She 
came to NSA from Kansas City Uni- 
versity, where she majored in economics 
and minored in business administration. 
During her college years she worked 
part time on the CPS program. After 
her graduation, in June, 1955, she be- 
came a full-time staff member. 


Gladys held three different scholar- 
ships at KCU, and she was listed in the 
1955 edition of Who’s Who in Amer- 
ican Colleges and Universities. She was 
on the Dean’s Honor List, and her 
extra-curricular activities included be- 
ing secretary-treasurer of Torch and 
Scroll Honorary Society, treasurer of 
Liberal Arts College during her senior 
year, president of her local sorority, rep- 
resentative to the Panhellenic Council, 


and member of the yearbook staff. 


She has had extensive experience in 





Mrs. Beatrice McGhee at her desk. 


speaking before groups, and plannin 
peaking P P 8 


and organizing meetings. 


One of the largest areas of responsi- 


bility at headquarters is the CPS desk. 
The Certified Professional Secretary 


program is the main educational project 
of the Association, and headquarters 
serves as the liaison between the Dean 


of the Institute for Certifying Secretaries 


and applicants. It is here that applica- 
tions are screened, references checked, 
test centers established, fees accounted 
for, and test results sent to applicants. 
Every year the number of secretaries 
taking the examination grows, and more 
test centers are used. Fifteen hundred 
will take the examination this year, com- 
pared to 1240 last year. Sixty-one test 
centers in the United States, Hawaii 
and Puerto Rico were used in 1957, 
compared to approximately seventy in 
1958, and the addition of Canada as a 


test center location. 


Gladys Vedros handled this work 
until she was appointed executive sec- 
retary on March 1. Pending appoint- 
ment of a new CPS secretary, she and 
Charlotte Lee have continued to main- 
tain the CPS desk. 


The chief correspondent, Charlotte 
Lee, is responsible for all non-routine 
correspondence. She types multilith 
plates, operates the Robotyper, and han- 
dles the secretarial work of the execu- 
tive secretary. Form letters which go 
out im response to requests from stu- 
dents for information on NSA, or from 
secretaries interested in membership, 
originate at her desk. Charlotte is a 


(Continued on Page 23) 


Sandra Cooper takes a turn at the 
collator. 
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Let us show you 


THE WORLD’S FASTEST 
ELECTRIC 
WITH THE WORLD'S 
at | ee ed Od 











Turn on today’s Smith-Corona 
Electric, and instantly you see 
one of its many features. Its 
Signal Light gives immediate 
and positive on-off indication. 





The special Keyboard Slope 
and slightly slanted keys give 
unmatched typing comfort. Each 
key cushioned to prevent ‘‘flat’’ 
feeling and give livelier touch. 





All the operating controls are 
grouped efficiently within the 
keyboard area. Result: No waste 
motion, less chance for error, 
and faster, easier, better typing. 


You ned error control 
You need error control 
J 4 


Exclusive Half Spacing—easiest, 
and simplest method of error 
control. It permits corrections 
without time-consuming (and 
costly) total retyping of a page. 


Every Smith-Corona Electric 
feature is designed to bring you 
the finest possible typing — at 
a speed faster than that of any 
other typewriter in the world. 


SMITH-CORONA ELECTRIC 











@ Where are the men who once made 
buggy whips? They're probably mak- 
ing automobile seat-covers or rear-view 
mirrors. And they aren't satisfied to 
make these products the same way year 
after year either. These days business- 
men constantly strive to improve their 
products. 


Lack of understanding of the value 
of good business letters, the press of 
other matters, and the very human 
tendency to continue in the habitual 
way of doing things have made it possi- 
ble for habit writing to become firmly 
entrenched in the letters of some 
businessmen. 


What Is Habit Writing? 


Habit writing is the writing of a few 
phrases on many occasions. The first 
phrase that comes to mind in any situa- 
tion is usually a habit phrase. Very often 
such phrases are formal, cold, stiff and 
unnecessarily wordy. Sometimes they 
are pompous and sound as if the writer 
thought himself superior to the reader. 
Almost without exception they are 
phrases that have been around a long 
time. 


Here is an example of a letter made 
up chiefly of habit phrases: 


Dear Sir: 

Referring to your esteemed favor 
of the twenty-eighth ultimo in which 
you state that circumstances make im- 
perative the delivery of half of your 
valued recent order by October 15, 
would wish to state that every effort 
will be made to expedite delivery in 
accordance with your request. 

Hoping that this arrangement will 
meet with your complete satisfaction, 
I remain, 


Yours truly, 
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by Dr. Homer L. Cox 


School of Commerce, Department of 


Business Writing, Northwestern University 





Written for National Small Business Men’s Association 


habit writing 


Number Four in a Series 


How Did It Get Started? 

Many habit phrases came originally 
from England. In the days when busi- 
ness was just emerging from the age of 
crafts, education in England was for the 
select few. And those few were inclined 
to look down on business or the trade 
as some called it. They went into pro- 
fessions or the ministry. 

The volume of business done by mail 
at this time was very small. Hence it 
was not unusual for a businessman to 
hire a better educated person to write 
his letters for him. Lawyers, or solicitors 
as they are called in England, frequently 
did this work, especially if contracts or 
other legal matters were involved. They 
phrased their letters formally and as 
elegantly as they could. They were al- 
most as much concerned with how they 
wrote as they were with what they 
wrote. 

The businessmen who received these 
letters admired and imitated them. Even- 
tually books of examples of different 
kinds of letters were patterned after 
these models. 

Businessmen were glad to buy these 
early books of examples of business let- 
ters. This was not surprising for they 
had nothing else. Schools and colleges 
offered no courses in business writing. 

Several of these complete letter writ- 
ing manuals were in general use when 
the invention of the typewriter revolu- 
tionized letter production. Production 
was all that was affected, however. The 
same old habit phrases were used in 
the typewritten letters. 

Gradually many habit phrases were 
accepted as a kind of business letter 
style. New employees picked it up by 
imitating their bosses or by copying 
from old letters in the files. The use of 
routine phrases was an easy habit to 


fall into. Businessmen defended habit 
writing saying that it was expected, and 
anything else would be considered im- 
proper—perhaps even lacking in re- 
spect. 

Changing Times 

Defenses began to crumble, however, 
when cost studies showed that habit 
phrases were making business letters 
more expensive and less effective than 
they should have been. In addition, com- 
petition forced businessmen to learn 
more about how to sell. 

From their studies of sales methods, 
they have learned two things that have 
a bearing on habit writing. 

1. Every man likes to feel important. 
He responds favorably to the person 
who makes him feel important. He be- 
lieves he rates a letter tailor-made for 
him. A letter full of habit phrases 
causes him to doubt that the writer has 
any interest in him as a person. 

2. Customers prefer to deal with 
friends. They buy with confidence when 
they are convinced that they are dealing 
with a friendly company. This friendly 
feeling can exist between businessmen 
who have never met. But it is not de- 
veloped in letters that sound as if they 
had been written by a machine. 

Discoveries by semanticists, linguists, 
and psychologists are also affecting the 
language of business letters. Involved 
phrases which often contain long words 
may look impressive to writers, but 
they repel readers. Furthermore, readers 
prefer accurate specific statements. 
Habit phrases borrowed from others 
are frequently inaccurate and general. 

Businessmen no longer need to copy 
phraseology from any other group. They 
see the value of original ideas and are 
determined to think for themselves. 
They are aware that the farther up a 
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man wants to go in the business world, 
the less he can allow himself to be 
ruled by habit. 

A few years ago, the letters that were 
free of habit phrases stood out because 
there were very few of them, and they 
were refreshingly different. Now, on 
the other hand, letters that contain the 
elegant routine phrases of another day 
are the ones that are conspicuous. 

Out They Go 

The first step toward getting rid of 
habit writing is to plan each letter. List, 
in words or phrases, the ideas you want 
to include. Put them in the margin of 
the letter you are answering or on a 
slip of paper if you are originating an 
exchange of letters. When you have 
your ideas well in mind, you can make 
direct straightforward statements. You 
won't have to fill in with phrases like 
if I may be permitted to express an 
opinion (there’s nobody to stop you! ) 
or as a matter of fact (which implies 
that some of the other things you've 
said are not facts). 

Another thing which will help you 
get rid of the over-used phrases that rob 
letters of naturalness is the practice of 
asking yourself this question: Would I 
say this if I were there? A man might 
say something like this to his friend 
if he met him on the street: 

“Hello, Jim. That copy of Pulling To- 

gether I ordered for you came yes- 

terday.” 
But the same man might write more 
like this: 

Dear Sir: 

In regard to the supplementary 
copy of the brochure, Pulling To- 
gether, which you requested me to 
obtain in your behalf on an earlier 
occasion, would wish to state that it 
was received as of the 23rd instant. 

Yours truly, 

In most cases you can’t write your 
message exactly as you would speak it. 
Spoken language can be more informal 
than written messages. Your letters can 
seem personal and friendly, however, 
without being slangy, familiar or lack- 
ing in respect. 

The letter laden with habit phrases 
is a poor letter for the same reason that 
a slangy, too familiar, or eccentric let- 
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ter is poor. In both cases the reader's 
attention is distracted. The language of 
a business letter should be so perfectly 
suited to the message that the language 
will not be noticed for itself at all. 

Not all the phrases that lose money 
and influence people to yawn over busi- 
ness letters can be listed, but some of 
the worst offenders appear below with 
one better way of expressing each of 
the ideas: 

1. Kindly remit. Say, “please send.” 

2. As per our agreement. Say, “as 
we agreed.” 

3. Recent date, even date. Give the 
specific date. (May 4) 

4. Your favor. Be specific; say, 
“your order.” 

5. Enclosed please find the new con- 
tract. Say, “the new contract is 
enclosed.” 

6. We are in receipt of. Say, “we 
received,” or “we have.” 

7. If 1 may take the liberty. Say, “I 
think,” or omit. 

8. We wish to advise. Say, “I think,” 
“we think,” or omit. 

9. To render an opinion. Say, “to 
tell.” 

10. We will endeavor. Say, “we will 

try.” 

How many of these habit phrases are 
still lurking in your letters? The way 
to find out is to examine some of the 
letters you've dictated recently. If some 
phrases, those listed or others, turn up 
rather frequently, you'll want to elim- 
inate the demons that rob your letters 
of personality. 

Businessmen deserve credit for the 
progress that has been made in trim- 
ming the dead wood out of letters. 
Aided in many instances by their sec- 
retaries, they have already replaced many 
habit phrases: 

Please let us know has routed Await- 
ing your favor. 

As you asked has replaced Pursuant 
to your request. 

Contents duly noted has been retired 
and not replaced; it was never really 
needed. 

Buggy whip factories are gone. Habit 
phrases are going fast. It’s time to un- 
load if you've a big stock of either 
buggy whips or habit phrases. 

e e e 

















We don’t guarantee 
romance—but we do 
promise that you'll be 
a better Secretary if 
you use A.W.FABER 
ERASERSTIK, the pen- 
cil-shaped, white pol- 
ished beauty that lets 
you erase without a 
trace. Removes a sin- 
gle letter without blur- 
ring rest of the word. 
Pick up a few at your 
Stationer today. 






















Which point 
do you prefer? 
MEDIUM or AVERAGE 
THIN or BLUNT 


ERASERSTIK gives 
you your choice 


a eos 


Point it with any 
mechanical or hand 
sharpener, 
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\y SRASER TIK 


With brush 20¢ Without brush 10¢ 
7099 and 7099B gray all-utility 
ERASERSTIK for pencil, ink or 
typewriting. 

7066 and 7066B for those who 
prefer a soft, red typewriter eraser. 


AWM.Faber-Castell Pencil Co. Newark 3, N. J, 
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The amazing 
second sheet 
that delivers 
13 clear copies 
at one typing 


What a second sheet! Strong. 
Stands up better and longer. 
Handles easier. Lies perfectly 
flat. Erases cleaner, quicker. 
Thin and compact for fast 
filing. Seven different colors 
for easier channelling. Next 
time you order second sheets, 
say Sea Foam .. . specified 
first by better offices across 
the country. 






Write Dept. S-4 
for 
free samples. 


SEA FOAM BOND 


BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 















In the Mail: 
Dear Shirley: 


Secretaries around the world—ooh-la-la! What a lot 
of differences there can be. And how much more than ever 
we appreciate the American business system which re- 
lies so much on efficient secretaries. 

It will probably surprise you that in a company em- 
ploying about 8000 people, my husband has the only secre- 
tary as Americans understand the job. This, after a long 
and arduous period of convincing the personnel manager 
that the company actually lost money in having Joe handle 
all the details a secretary at home would normally han- 
dle. In a large firm there will be, instead of secre- 
taries, a group of typists bunched together in a 
pool. Instead of first meeting the secretary, vis- 
itors to an office, on whatever business, come freely 
into the office, interrupting conferences, deep thought, 
and paper work impartially. This condition prevails 
throughout many Persian companies and government 
offices. 

There are very few schools here for typists, and 
practically no shorthand courses. There is almost no 
training in allied duties such as receptionist, tele- 
phone service or filing. Knowledge of more than one 
language is almost essential. French is much used 
among the Persians, Farsi is their own language, and 
the use of English is increasing. Because there is a 
limited supply of qualified people and because foreign 
companies here do employ secretaries, wages are rela- 
tively high, for Iran. 

In an office without secretaries, the usually simple 
process of writing a letter is time-consuming out of 
all reason. In the first place, the man who must sign 
the letter seldom writes it. That job is delegated to a 
subordinate who sweats blood trying to say what his 
boss intends in the way that the boss would say it. As 
there is no one to take dictation, he scrawls several 
drafts, submits one to the boss, makes indicated 
changes, and finally gets an approval. It is then sent 
to the typing pool. The education level and skill of the 
girls in the typing pool is relatively low by our 
standards. As a result, the letter must often be re- 
done several times because of spelling errors or bad 
typing. This is especially true if the letter must be 
written in English or some language other than Farsi. 
Finally accepted and initialed by the writer, the 
letter is sent to the official who should sign it. The 
writer never knows that it was signed and mailed, unless 
he finds courage to ask the boss. 

The handling of records, without a secretary, is 
even more complicated and frustrating. All the corre- 
spondence here is handled through a central records 
office, a misnomer. It should be called the Central 
Archives. Once a letter is there, it is not only out of 
circulation, but out of reach. From five days to two 
weeks are required to find a letter that should be lo- 
cated in five minutes. These papers are handled by per- 
sonnel whose education level is not too high, and whose 
technical knowledge is nil. Then there is the handy 
little trick of saying that certain correspondence 
cannot be supplied because it is secret, even though 
the person requesting it may have written the letters. 
This has actually happened during Joe’s work here. 

To add to the fun, all business within the organ- 
ization is conducted in writing. A conversation, in 
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person or by telephone, has no standing as far as ac- 
complishment is concerned. Every order or suggestion 
must be written and passed to the persons involved. 
These memos are not answered directly, but comments are 
written on the margins and the memos are passed from 
hand to hand until they finally arrive back at the 
sender’s desk. Sometimes as many as ten notations may be 
added. None of these comments are official, since none 
of it has gone through the records office, so if the 
original is lost the whole process must be started 
again. It makes an interesting game but a frustrating 
way of doing business. 


My husband’s secretary attended secretarial school 
in England last year. Fortunately she had had seven 
years’ experience as a file clerk, with a better than 
average educational background, before she went to Eng- 
land. And fortunately for Joe, her ability to translate 
Farsi to English or the reverse is really outstanding. 
Probably seventy-five per cent of the correspondence 
sent to him is in Persian. Since that language is less 
precise than English, she must do a great deal of 
checking dictionaries to be sure her translation is 
correct. Because she knows the work which goes through 
the office, she can better interpret meanings into 
Farsi. She saves much misunderstanding. 


She has started a filing system in the office, and 
she can locate in five minutes any letter they need. 
Of course, they still send copies to the records office, 
and it sometimes happens that the records clerks come 
to her for information rather than search their own 
files. 


Schedules are a bit different here from those at 
home. Thursday afternoons and Fridays are days off for 
Persian firms. American offices are closed on Fridavs 
and Sundays, and other foreign firms observe those days 
as a rule. Friday for the Mohammedan religion, Sunday 
for the Christians. Some stores, owned by Jewish 
Persians are closed on Saturdays. Most Persian stores 
are open on Sundays, but nearly every shop closes from 
noon till 4:00 P.M. Confused? Try getting your shopnving 
done. To be sure, the shops opening at four usually 
are open then till seven or eight. 


American offices may have American secretaries but 
emvloy many Persians, too. One competent American woman 
who works in an American government office says her 
work is similar to that at home, with a few telling 
differences. Much correspondence must be duplicated in 
English and Farsi and the translations checked. Com- 
munications are poor, and many errands must be per- 
formed on foot. There is usually some supervision of 
locally trained women, and this calls for resvonsibility 
and great tact. The practice of conversational nolite- 
ness, not necessarily confirmed by action, renuires 
understanding. It is difficult to put across the idea 
of reporting telephone calls. If you are there when 
called, you talk. If you are out, the call is habitually 
dismissed and forgotten, even when a return call is 
requested. 

As yet, electricity is erratic, so that electric 
duplicating machines or other equipment are apt to prove 
more frustrating than helpful. Supplies bring in con- 
stant surprises: every package of paper and envelones 
is different in size from the last ones. Bond and onion 
skin never match. When available, transportation is 

(Continued on page 31) 
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Write for free Samples 
Dept. CS-4. 





SEA FOAM BOND 
CARBONSETS 





Now you can conquer typing 
tie-up, eliminate copy smudge 
and fumbling filing with the 
nation’s number one name 
in second sheets — nationally 
known SEA FOAM in SEA 
FOAM CARBONSETS. 


fhe FASTER oa 


No fumbling with separate 
carbons and copies. Sea Foam 
Second Sheets are attached 
to every carbon. Just insert 
and type! 


Handles neatly. None of those 
big exposed smudging areas 
that blacken copies, hands, 
clothes. 


You get sharp carbon impres- 
sion on every perfectly placed 
copy of SEA FOAM. 





SEA FOAM BOND 


CARBONSETS 


BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 








About the author: 

Dr. Harry M. Philpott was 
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vice president of the 
University of Florida where 
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religious activities and 
associate professor of religion. 
He holds a B.A. from 
Washington and Lee where 
he was director of religious 
activities, and a Ph.D. from 
Yale. He was a chaplain 
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Mi “You've seen the picture; now read 
the Book.” This was the tagline on a 
recent cartoon depicting a man in 
clerical dress selling Bibles in the 
lobby of a theater showing The Ten 
Commandments. 


This is a worthy suggestion, but most 
of the customers would have difficulty 
locating the source material for the film. 
An appalling illiteracy so far as the 
Bible is concerned is to be found today 
among educated Americans. It has been 
suggested that we have interpreted the 
title Holy Bible as meaning that it is 
much too sacred an object even to touch 
or handle. 

Most adults have made some effort to 
read the Bible, but this has not been 
successful for many. Starting with the 
first chapter of Genesis, we quickly lose 
interest with the fifth, tenth and 
eleventh chapters and their seemingly 
endless lists of begats. Others pick it up 
casually, usually just before dropping 
off to sleep, and read a few verses where- 
ever the Bible drops open. This practice 
leaves one with the feeling somewhat 
like that of the inebriated man who said 
of the dictionary: “It has a great deal 
of variety but very little plot.” 

Professor C. S. Horne has said: “The 
Scripture is like a modern continent; 
extreme and unhealthy congestion at cer- 
tain well-known centers, and vast tracts 
of country uncultivated and unknown.” 
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Most of us are familiar with some pass- 
ages—such as the twenty-third Psalm 
and the thirteenth chapter of I Corin- 
thians—and with some of the outstand- 
ing figures of the Bible. We have 
gathered a few nuggets from the Bible 
but since much of its gold must be 
smelted and refined, we have not under- 
taken the necessary labor. 

The late William Lyon Phelps of 
Yale wrote: “Everyone who has a 
thorough knowledge of the Bible may 
truly be called educated . . . Western 
civilization is founded upon the Bible; 
our ideas, our wisdom, our philosophy, 
our art, our ideals come more from the 
Bible than all other books put together 
... I thoroughly believe in a university 
education for both men and women; 
but I believe that a knowledge of the 
Bible without a college course is more 
valuable than a college course without 
the Bible.” 

It is not enough, however, to say “now 
read the Book.” For many persons, this 
would be the same as a third grade math 
teacher telling her students to study 
Euclid. We need to understand what the 
Bible is and we need some help in read- 
ing and study. 

Here is a nine point program for 
reading the Bible, guaranteed to enrich 
your life and to increase your under- 
standing of the Bible as well as enjoy- 
ment in reading it. (Of course, the 





now read the Book... 
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Bible will mean different things for 
different individuals. ) 

1. Get the proper edition for you, 
choosing type which can be read easily 
and without eye-strain. Take time to 
select the version you will most enjoy. 
Editions that eliminate columns and the 
familiar verse divisions are helpful. It 
increases understanding to have poetry 
printed as poetry and prose as prose. All 
translations have value but I rely on the 
King James Version for its familiar and 
beautiful language and on the most re- 
cent Revised Standard Version for its 
accuracy in translation. 

2. Understand what the Bible is be- 
fore undertaking a reading program. It 
is not primarily great literature or his- 
tory, nor is it science. It is the story of 
how God has found men, used and trans- 
formed them, often against their wishes. 


3. Be honest in letting the Bible 
speak to you. Don’t read into it your 
own prejudices, but let God speak to 
you through the words of the Bible. My 
greatest moments in Bible study have 
come when I was willing to let the voice 
of God speak through the written pages 
to my own need. In a time of great 
anxiety in my own life, I read in the first 
chapter of the second letter to Timothy: 
“For God hath not given us a spirit of 
fears; but of power, and of love, and of 
a strong mind.” It was not only a nice 
thought spoken nineteen hundred years 
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cgo but the voice of God speaking to 
my own need. 

4. Do not expect the Bible to speak 
in a thoroughly consistent fashion at 
every point. It should be remembered 
that it is an anthology, containing the 
observations of many persons of diverse 
backgrounds. It is a mistake to suppose 
that all parts are of equal value and 
worth. Every individual chooses those 
parts of the Bible which contain funda- 
mental truths and rejects other parts, 
even though he may be reluctant to 
admit that this is taking place. 

5. Try to understand the thought 
categories of the Bible, in order not to 
interpret the writings falsely. To liter- 
alize what has been written as poetic 
imagery and to interpret hyperbole as 
a statement of fact robs any passage of 
its essential meaning. The careful stu- 
dent of the Bible will take great pains 
to distinguish between the various lit- 
erary forms in which the Bible presents 
its messages. 

6. Read a section or book at a time. 
A story, like that of Joseph in Genesis, 
should be read as a whole, not chapter 
by chapter. Any book of the Bible can 
be read in two hours, the length of time 
the average reader takes to read a 
monthly magazine. 

7. Changing the order of reading 
the Bible can be an important step to- 
ward increased understanding. Instead 
of starting with Genesis, why not begin 
with Amos which might well be the 
first book of the Old Testament to have 
been written. Then read the Psalms or 
whatever book appeals the most to you. 
In the New Testament, perhaps the 
starting point could be the Epistles of 
Paul which were probably written be- 
fore the other books. 

8. Supplementary aids to Bible read- 
ing will greatly increase your under- 
standing. Three invaluable tools, a com- 
mentary, a Bible dictionary and a con- 
cordance, can be found in any public 
library or bookstore. A commentary 
furnishes background material essential 
to understanding particular books and 
passages. Good one-volume commen- 
taries are The Abingdon Commentary 
(Abingdon Press), The Twentieth Cen- 
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tury Commentary (Harpers), and The 
Concise Bible Commentary (Macmil- 
lan). A dictionary such as The New 
Standard Bible Dictionary (Funk and 
Wagnalls) will identify words and 
proper names. A concordance, such as 
Cruden’s Complete Concordance (Win- 
ston ), is helpful in looking up particular 
passages and for topical study of the 
Scripture. 

9. Above all, avoid a casual approach 
to Bible reading. Effort and purpose are 
necessary if it is to have meaning for 
you. There is no short cut to Biblical 
understanding, just as there are no short 
cuts to knowledge in any field. How- 
ever, the rewards of consistent effort 
make all of the time and attention spent 
worthwhile. 

Rather late in her life, during a time 
of illness, Katherine Mansfield discov- 
ered the Bible. In her Journal she wrote: 
“I feel so bitterly that I have never 
known these writings before. They 
ought to be a part of my very breath- 
ing.” So they should be and so they can 
be if we only take the time and effort 
to make it so. 

ee ¢ e@ 
CPS Page (Continued from Page 6) 


When you receive the application 
blank, fill it in carefully and completely. 
Double check to see that the information 
on page 2, where details are added, 
checks out with page 1. You are re- 
quired to give the names of employers 
and former employers so that the quan- 
tity and nature of your work experience 
can be verified. Get their permission to 
use their names as references. This is a 
courtesy that will pay dividends because 
(1) you will know that you have the 
current addresses of former employers 
to send to the Committee and (2) they 
will fill in the blanks sent to them by 
the Committee more willingly and more 
promptly if they have told you that they 
will do it. Dozens of letters were written 
to applicants this year saying that letters 
to former employers had been returned 
because the address was incorrect. They 
move, too, you know. 

Incidentally, each of you must write 
for your own application blank. They 
are not sent out in quantity. 
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4 at endears you.to the man who dictates, Old Town 
Carbon Paper Ribbons. For electric typewriters using 
carbon paper ribbons. With their fine, sharp, clean 
impressions, these ribbons spell C-H-A-R-M. From the 
first letter to the very last. You'll have no messy, 
stained fingers during ribbon changing. Every Old Town 
Carbon Paper Ribbon has a clean-to-handle plastic 
leader. And the special carbon coating applied to the 
thin, strong ribbon paper for enduring wear, produces 
non-smudge typing unmatched for beauty and clarity. 


RIBBON ABSOLUTELY FREE. Write for il on your com- 
pany’s letterhead. Please give the name of your dealer. 





OLD TOWN CORPORATION 
Estoblished 1917 
_750 Pacific $t., Brooklyn 38, N. Y. 
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ACCO HELPS KEEP 


THIS BOX empty 


Boy! The things that can happen in 
an office to make you swear!—Lost letters, 
mis-filed reports, mis-laid sheets, a file folder 
that spills its contents, papers blown about 
by drafts, knocked off desks, mis-handled or 
destroyed. 

Why pay penalties for such misfor- 
tunes? Do away with them! Start Accobind- 
ing! That’s the binding-filing-safe-keeping 
system that keeps all related papers together 
as long as you want them. 

Accobind Folders and Accopress 
Binders are available in sizes to fit all your 
filing needs — and they last for years. Ask 
your stationer to tell you more! 


ACCO PRODUCTS 


A Division of NATSER Corporation 
OGDENSBURG, NEW YORK 


In Canada: Acco Canadian Co., Ltd., Toronto 











From your very first letter-— 
your IBM Electric 
begins to pay dividends 





25 YEARS AGO IBM introduced its first electric typewriter ...this year IBM continues 



































To cut costs and increase profits 
your boss is sure to go electric— 
make sure he goes IBM! 





Pays for itself by saving time and work. 


Most dependable electric in performance, 
simplest in design and operation. 










Finer, more distinguished typing 
can increase profits and prestige. 



















You'll be proud of every letter he signs! 


No matter what touch you use, every letter will 
be clean, sharp, and even. No more “pounding” 
either—typing is a joy because it takes up to 
95.4% less finger-effort than a manual! 














He’ll be proud of every letter you type! 


Because the IBM Electric turns out better- 
looking letters, your boss will be pleased as 
punch . . . clients impressed . . . and your com- 
pany’s prestige increased. 












es its leadership with its one millionth electric typewriter! 


ELECTRIC 
TYPEWRITERS 
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YESTERDAY’S “GIRL in the OFFICE” 


@ ‘Well done, Miss Holyoke,” said 
Cyrus K. Holliday, president of the Mer- 
chants National Bank of Topeka, Kan- 
sas, in 1896, as he handed her a ten 
dollar gold piece as salary for a job he 
had said was not open to a woman. 


Martha Holyoke, honorary member of 
Kaw Chapter, Topeka, Kansas, began her 
career at the age of eighteen, when her 
mother was left a widow. Not many 
girls worked outside the home in those 
days, but she needed to help her mother 
support herself and a sister nine years 
younger. 


From this time until 1911, as the only 
woman employee in the bank, her duties 
were mostly clerical. Her boss, Cyrus K. 
Holliday, was one of the founders of the 
City of Topeka, the first lawyer in the 
city, and founder of the Atchison, To- 
peka and Santa Fe Railroad Company, 
in addition to his bank presidency. 


Colonel Holliday came in every day. 
He was tall and dignified, with mutton 
chop whiskers, and wore a frock coat 
and tall silk hat. He would come to 
Martha’s desk, take off his hat and set it 
on a high counter such as they had to 
work on in those days. Then he would 
get out some handwritten pages and put 
them on the counter, asking her to stand 
by him. He then pointed with his finger 
at each word, saying it as he went along. 
He would come back later for the letter. 
Martha says he always was very kind, 
and she does not remember ever having 
to rewrite anything. 


As the bank grew and more girls were 
hired, Martha attained the position of 
secretary by 1920, when she used her 
knowledge of Graham-Pitman shorthand 
more frequently. She had a roll top desk 
with a place for a typewriter. Her type- 
writer was a double keyboard Reming- 
ton. About that time adding machines 
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Martha Holyoke and unidentified male clerk in front of th 


Merchants National Bank around 1896, 


appeared, and it wasn’t long until the 
single keyboard typewriter came into 
use. 


Miss Holyoke reminisces that the men 
in the office treated her very well. She 
was young, and the only woman, and 
they did not resent her presence. For 
her part, it did not occur to her to resent 
the way men rose to higher positions in 
the bank, while she continued her secre- 
tarial work. She never expected to hold 
any of the positions that are so frequent- 
ly filled by women today. 

Martha Holyoke was employed as a 
secretary for more than fifty-one years, 
working for every president of the bank. 
When she retired in Augst, 1947, she 
was secretary to W. Laird Dean, now 
chairman of the board of directors of 
the bank, a director of the Atchison, 
Topeka and Santa Fe, and a director of 
the Menninger Foundation. 


During these years of service, Martha 
kept up with the many changes in office 
equipment, working methods, education 
and fashions in keeping with the growth 
of the bank from a deposit total of ap- 
proximately $440,000 to $42,000,000. 


Now that she is retired, she has time 
for her hobbies of bridge, reading, travel- 
ing (especially to Colorado) and collect- 
ing antique glass. 

In contrast to the twenty-four years it 
took capable, intelligent Martha Holyoke 
to attain the status of secretary, consider 
the career of Jane Sharpe, president of 
the Harry S. Truman Chapter, Independ- 
ence, Missouri. 


Like myriads of modern-day working 
women, Jane has been able to build on 
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Pr ES tN 
Martha Holyoke at the time of 
her retirement in 1947, after 
fifty-one years as a secretary. 
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Jane Sharpe at her desk. 


the foundations laid by pioneer business- 
women. 

A botany major at Kansas City Teach- 
ers College, Jane had minored in art and 
music. She learned speedwriting through 
a correspondence course. 


Armed with these qualifications, Jane 
went to work for Black, Sivalls & Bry- 
son, Inc., Kansas City manufacturers of 
oil field equipment, automatic control 
equipment, grain storage equipment, 
parts and trim for automobiles and ap- 
pliances, in September, 1951. For the 
first two years she was learning all 
phases of advertising and sales promo- 
tion for these diversified products. Four 
and a half years ago she became private 
secretary to Newton D. Baker, Director 
of Advertising and Public Relations for 
the firm. 


Her talented boss is a leader in his 
profession, now serving as Governor of 
the Ninth District, Advertising Federa- 
tion of America, which embraces five 
mid-western states. He is past president 
of the Advertising Round Table and 
prominent member of the Advertising 
and Sales Executives Club. He also is 
active in the Kansas City Public Rela- 
tions Society. 


In addition, he is a tireless worker on 
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BECOMES TODAY’S 


PRIVATE SECRETARY 


civic projects. Currently vice president 
of the Junior Chamber of Commerce, 
he has received numerous awards for his 
outstanding contributions to the com- 
munity. 

This multiplicity of interests makes 
Jane’s job more difficult and at the same 
time more rewarding. She serves as the 
good right arm who makes it possible 
for him to take on so many extracur- 
ricular activities and still accomplish the 
tremendous amount of work necessary to 
keep BS&B advertising and sales pro- 
motion running smoothly. 


The two of them will be deep in the 
details of an advertising campaign, and 
planning a special issue of the company 
publication, while spearheading a JCC 
drive for funds for needy children, work- 
ing out a scheme for boosting the Phil- 
harmonic Orchestra, or organizing a 
district AFA meeting. 


Notwithstanding her demanding job, 
Jane finds time to pursue her own in- 
terests. She has been a member of NSA 
for four years, serving as chairman of 
the Education Committee; general chair- 
man and organizer of the first individ- 
ually-sponsored chapter workshop held 
at Central Missouri State College, War- 
rensburg, Missouri; recording secretary; 


membership committee chairman, and 
bulletin editor. As the new president, 
she is deep in plans for a chapter work- 
shop to be held in Independence May 10. 

She is also active in the Deck ana 
Derrick Club and the First Christian 
Church of Independence. 

Like many a modern miss, Jane has 
parlayed stenographic training, alert 
mind, ability to get things done, attrac- 
tive appearance and pleasant personality 
into a substantial position. She does an 
important job for her boss and her firm, 
and she has the personal satisfaction that 
comes from knowing she is making it 
possible for a man with real ability to 
accomplish so much more than he could 
without the kind of help she gives him. 

She is able to do this in 1958, because 
many courageous and determined mem- 
bers of her sex fought for the right to 
prove their ability in the business world 
during the early part of this century. 

Yes, today’s private secretary owes a 
great debt to yesterday's “girl in the 
office’—and women like Martha Holy- 
oke, whose career spans both periods in 
American business, can’t help being 
proud of how well the succeeding gen- 
erations of young women are doing in 
the once-forbidden domain. 

hal e af 











Jane Sharpe and her boss, Newton D. Baker. 
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business administration 


: 


5. 


QUICKIE 


QUIZ 


(Furnished by International Education Committee) 


A line-type organization is charac- 


terized by: 


(a) Direct lines of authority and 
responsibility from the presi- 
dent on down, with full re- 
sponsibility for all activities 
within a particular unit being 
held by the person in charge 
of that unit; 


(b) Specialization carried to an 
extreme; 


(c) A liberal policy whereby work- 
ers are permitted and urged 
to buy stock in the company; 


(d) An “open-door” policy of the 
president whereby workers at 
all levels are free to take any 
matter straight to the president. 


A staff officer is: 


(a) One who has authority to sign 
checks; 


(b) An expert in a particular field 
whose duty is to advise; 


(c) One who handles special jobs 
for the president; 


(d) The editor of the company 
publication. 


Which of the following is not con- 
sidered an advantage of office 
centralization? 


(a) Flexibility in the office struc- 
ture makes it possible to take 
care of peak loads and to 
utilize office machinery more 
fully. 


(b) New employees are more 
easily trained. 


(c) Better supervision is possible. 
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(d) Higher morale among employ- 
ees is maintained. 


4. In planning an office layout, all 


but which of the following should 
be taken as guides? 


(a) Provide for a straight-line flow 
of work as nearly as possible. 


(b) Assign space according to em- 
ployees’ wishes, giving prefer- 
ence according to seniority. 


(c) Use desks of uniform size in 
any one area. 


(d) Place all employees so that 
they face in one direction. 


. In selecting one of a number of 


applicants for a job— 


(a) Choose the one with the high- 
est qualifications; 


(b) Choose the one who can fur- 
nish the best references; 


(c) Choose one who will not be 
a threat to your job; 


(d) Choose one whose education, 
experience, personality, intelli- 
gence, and appearance most 
nearly match the requirements 
of the job. 


6. Work simplification is the process 


of— 

(a) Eliminating all “red tape;” 

(b) Reducing the number of 
employees; 

(c) Cutting down on the number 
of copies of all duplicated 
material; 





(d) Finding the easiest and best 
way of doing a job to accom- 
plish the desired result. 


. Ata meeting of an organized group, 


which item would precede any of 
the other three in the usual order of 
business? 

(a) Reports of special committees; 
(b) Announcement of quorum; 
(c) Reports of officers; 

(d) Unfinished business. 


. A graph is: 


(a) An analysis of a tabulation; 
(b) A column of figures; 
(c) A statistical picture; 


(d) A chart showing gains in sales. 


. Under the Employment Act of 1946 


the President must: 


(a) Require unions to file finan- 
cial statements and member- 
ship lists with the Department 
of Labor; 


(b) Require a minimum wage of 
$1.00 per hour for all workers 
in interstate employment; 


(c) Utilize the resources of the 
country to promote adequate 
economic growth and maxi- 

* mum employment; 


(d) See that employers observe the 
40-hour work week. 


10. Of the following kinds of stock, 


which stockholders would receive 
their dividends first: 


(a) Nonparticipating preferred 
stockholders; 


(b) Cumulative preferred  stock- 
holders; 


(c) Common stockholders; 


(d) Participating preferred stock- 
holders. 


(turn to Page 23 for the answers) 
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Welcome to Your Headquarters 
(Continued from Page 8) 


“Jack of All Trades” who can fill in on 
any job where she is needed. 





Charlotte Lee taking dictation from 
Gladys Vedros. 


Barbara Fisher is in charge of the 
mailing list. If THE SECRETARY or 
other Association mail is returned for 
a better address, Barbara has to find out 
the correct one. Each time a member 


moves or is married, Barbara must cut 





Mrs. Catherine Thoms operates the 
Multilith. 


a new stencil for the addressing ma- 
chine, when notified. Barbara handles 
all mailing. She stocks and sends out 
supplies for chapters, such as uniform 
stationery, pins, gavels and jewelry 
items. She is the “Good Humor Girl” 
in the office, and her pleasant coopera- 
tiveness and sense of humor are invalu- 


able to office morale. 


Association accounting routine is han- 
dled by Mrs. Beatrice McGhee. She is 
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responsible for cash receipts, banking, 
payroll, accounts payable, and maintains 
a complete set of books on the Associa- 
tion itself and CPS. Bea has held this 
job since 1955. She is the good right 


arm of the Association treasurer. 


Membership records are maintained 
by Sandra Cooper. She is responsible 
for setting up new cards on members 
and chapters, the semi-annual member 
census, and many other details of per- 
sonal importance to the members. She 


also doubles in brass as receptionist 





ellie 


Barbara Fisher at the addressing 
machine. 


handling callers, incoming mail and the 
telephone. With NSA since 1955, Sandy 
is known to many of our members from 
convention and correspondence on mem- 


bership problems. 


Mrs. Catherine Thoms is in charge 
of the print shop, where the modern 





Gladys Vedros, executive secretary, 
holds a staff conference in her office. 
Facing her are Catherine, Sandy, 
Charlotte, Barbara and Bea. 





office machines are located and where 
releases are prepared. The senior em- 
ployee on the headquarters staff, Mrs. 
Thoms says two or three days a month 
at the machine handled all printing re- 
quired at headquarters five years ago 
when she started to work there. Now 
she devotes a majority of her time to 
operating the Model 1250 Multilith. 
During the month of March, twelve re- 
leases were mailed to chapters, involv- 
ing preparation of 10,000 pieces of mail, 
which included 100,000 printed pages. 
All were prepared under the supervision 
of Catherine Thoms. During that time, 
the Secretaries Week posters also were 
mailed out. Equipment in her domain 
includes, besides the Multilith, a Thomas 
collator, GBC binding machine, Pitney- 
Bowes mailing machine, Verifax Photo- 
copier. Part-time help is used in peak 
periods for assembling and sorting 


operations. 


While each employee has her area 
of responsibility, each one knows how 
to perform other jobs, so peak loads 
can be handled without maintaining a 
large staff of specialists, each of whom 
would have some idle time on her hands. 

If you are ever in Kansas City, take 
the time to visit headquarters and learn 
more of its operation. The staff would 
be happy to see you. 














answers 
to CPS Quickie Quiz 

on Page 20 

L.. @) 6. (d) 

2. (b) 7. (b) 

3. (d) B:. -<c) 

4. (b) 9. (c) 

5. <a) 10. (b) 
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(Author's Note: The December, 1957, issue 
of THE SECRETARY contained excerpts 
from an address by Mr. Paul G. Harpel be- 
fore the Westport Chapter. This article, en- 
titled, “What Takes Place in an Interview,” 
was focused on the employer's viewpoint 
when he is interviewing prospective secre- 
taries. It was a challenge to me to present 
the other focal point, namely, that of the 
secretary. Thinking that perhaps employers 
and secretaries could get together a little more 
easily if they understood one another better, 
1 have gathered a few ideas from the secre- 
tary’s point of view.) 


@ Much has been said and written 
about the job interview, how the appli- 
cant should dress, what she should say 
and how, and in what manner she should 
present herself, and this has all been 
very helpful. The executive wants to 
learn all he can about his prospective 
secretary, and since interviews, at best, 
are only introductions, he may find it 
rther difficult to make the exact selec- 
tion which will be best for him. He 
has a position to offer, and he expects 
to employ someone who is capable and 
efficient. Likewise, the secretary has her 
services to sell, and she hopes her new 
boss will be the kind she has always 
dreamed of working for. 


The factor most often overlooked in 
the interview is the desire of the appli- 
cant. Since she is trying to sell her serv- 
ices and obviously needs work for self- 
maintenance, she is frequently at a 
selection disadvantage in relationship to 
the employer. She knows she should 
dress properly for the interview, should 
present herself in a poised manner, and 
should attempt to convince the inter- 
viewer that he needs her services. But 
she also knows that to be at her best 
she must be interested in her work, and 
it is through the medium of the inter- 
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sequel to: 





what takes place in an interview 


by Mrs. Genevieve Bell, CPS 


view that she attempts to learn whether 
or not the position offered will be just 
what she wants. 

Many secretaries know exactly what 
they want but are unable to determine 
very much about factors related to the 
position from the job interview. Em- 
ployers have a list of qualifying adjec- 
tives describing the secretary they would 
like to have. Likewise, the good secre- 
tary has a list of personal qualities she 
would like to find in her employer. 
Since her job is composed of two major 
aspects, the job and the employer, she 
seeks to learn all she can about both 
from the interview, and invariably ends 
up knowing very little. 


About the Man 

From her impression in the interview 
can the secretary feel that she has met 
a man who is respected in his field, who 
is admired by those who know him, and 
whom she can respect? Can she recom- 
mend his product or his services to her 
friends in complete confidence and with 
pride? Can she feel that his character 
is above reproach, that he will not sac- 
rifice principles for personal gain, that 
his conversation, manners, and conduct 
will be exemplary at all times? 

Employees are sometimes dismissed 
for their inability to get along well with 
others. How does the prospective em- 
ployer rate in this regard? This is im- 
portant for the applicant to know 
because employers who are disagreeable 
can make office relationships strained 
and unpleasant. Does he have “I” 
trouble and think only in terms of 
himself? 

How can the secretary determine that 
the employer has frequent emotional 
disturbances at home and as a result is 
prone to be disagreeable at the office 


Oregon Trail Chapter, Portland, Oregon 


and difficult to work with? He will not 
volunteer this information, yet it will 
have a strong influence on the ability 
of the employer and his secretary to 
work together as a team. 


During the interview the secretary is 
often groping for answers to her ques- 
tions, such as: Will she be as much or 
more interested in her employer’s suc- 
cess as in her own? This is important 
to her if she is going to be truly happy 
in her work, for she knows that her 
happiness is found in her own contribu- 
tion to the welfare of others. She also 
may ask herself: Will he be coopera- 
tive, kind, understanding? Will he have 
a sense of humor that will carry him 
through the rough places? Will he in- 
spire her to put the “plus” into her job 
on her own initiative? Can she be loyal 
enough to this man to be willing to meet 
any emergency with cheerfulness and 
cooperative effort, or will he take this 
for granted and fill her days with emer- 
gencies? Knowing that there is nothing 
that succeeds like success and that sec- 
retaries, too, need to be appreciated, will 
he remember to say “thank you” on 
occasion, not only when she has gone 
above and beyond the call of duty, but 
also for some of the little things that 
please him highly? Is his uppermost 
goal the acquistion of wealth and power, 
or is he also interested in people and in 
working for work’s sake, and does he 
enjoy his work? Will he inspire his 
secretary to do her best at all times be- 
cause of the challenge presented in the 
high quality and performance of his 
own work? Will he be considerate in 
making demands of the secretary’s time 
after hours, realizing that she has a 
private life of her own? 


Does the employer take pride in his 
own office and desk, keeping them neat 
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and orderly? Does he care what his 
secretary's desk looks like? Is he proud 
enough of his business to want and ex- 
pect his secretary to be a good office 
housekeeper without having to ask her? 
How can the applicant know that this 
employer really cares in having his sec- 
retary always be and look her best, that 
he will take a personal pride in her and 
uphold her to his colleagues? Will it 
make any difference to him if she has 
a pleasing telephone voice and is charm- 
ing and winsome in her public rela- 
tions? Is he interested when she does 
something which gives him a pat on the 
back by others, with no credit to her- 
self? There is nothing so devastating to 
a secretary's morale than to put the 
“plus” into her job for a man who 
doesn’t care. This is still a world of the 
sexes, and while a secretary desires and 
expects to achieve success in her occupa- 
tion she desires also to please a man— 
her boss. 


About the Job 


Another question which the secretary 
would like to ask in the interview, but 
which she tactfully avoids, is: Does the 
employer’s wife expect the secretary to 
do her personal shopping and pay her 
household bills and run her errands? 
Does the wife interfere in the office? 


A secretary may not ask the employer, 
but she surely will want to know that 
dictation time will not also be cigar 
time when her boss leans back in his 
chair with his feet almost in her face. 
Will he dictate clearly and concisely, 
being ready to dictate when he calls her, 
or will he expect her to sit and wait 
while he makes a few phone calls or 
assembles work on his desk and looks 
for things he cannot find? 


Every employer wants to feel that his 
secretary will keep confidences and not 
betray or discuss confidential matters, 
whether they be related to the business 
or to him personally. In like manner, 
the secretary wants to know that if she 
comes to her employer with a like con- 
fidence, he will not betray her to others 
in the firm. She desires a solid, friendly 
relationship that is reciprocal. 


A top level secretary should expect 
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from her job a considerable portion of 
psychic income. How can she be assured 
during the interview that the employer 
is one who wants a good secretary, that 
he will appreciate her as an individual, 
as well as an employee, and that he will 
be vocal in his appreciation? How can 
she know that he will be reasonably 
tolerant of her mistakes, which are in- 
evitable from time to time, and that he 
will be willing to admit his own? Will 
she be able to determine that he will 
stand by her in decisions and not double 
cross her to other employees? For every 
responsibility he places upon her will 
he also grant the authority to carry 
it out? 


A secretary’s job is much more than 
a pay check. Can she observe the goals 
of her employer—top level work, doing 
all she can to assist him and his firm to 
succeed——without sacrificing her prin- 
ciples of ethical conduct? Will she look 
forward to each new morning on her 
job and feel that it is a continual chal- 
lenge to her? Will the job be interesting 
to her, will it offer the opportunity to 
use her own initiative and judgment, 
to make decisions, to have a level of 
responsibility commensurate with her 
ability, to meet new and interesting peo- 
ple to whom she may render service, 
and will it be a job she can claim 
with pride? 

There are times when a secretary feels 
that she needs to improve her skills and 
exerts much effort in securing additional 
training or education at night. Will the 
employer encourage her in this endeavor 
and acknowledge his appreciation in 
her desire for continual growth? Can 
she be made to feel that she is work- 
ing WITH her employer, as well as 
FOR him? 


Yes, there is much to be said for the 
job interview, which is really a two-way 
street. In an age when industry is giv- 
ing close scrutiny to the wife of an 
executive being considered for a posi- 
tion, it would seem advisable that the 
goals of prospective secretaries also be 
scrutinized. As good secretaries are re- 
sponsible for no sma!l amount of the 
smoothness and efficiency of operation 
and the success of a firm, industry could 


be greatly benefitted by taking a second 
look at the prospective secretary during 
the job interview to determine what she 
is looking for in a job and an employer. 
Fortunate, indeed, are the employer and 
the secretary who feel that they have 
secured what they really wanted. Happy 
and radiant is that secretary who gets 
paid for doing what she loves to do. 





employee 
of the year 


M@ Helen Kirkwood, CPS, president of 
Roanoke Chapter (Virginia), has re- 
ceived the “Employee of the Year” 
award from her employers, the Vet- 
erans Administration Regional Office in 


Roanoke. 


Secretary to the assistant manager and 
assistant editor of her office publication, 
Helen was cited for her outstanding per- 
formance in her job, demonstrated in- 
terest and participation in Regional 
Office activities, and citizenship. 


Selected as her chapter's Secretary of 
the Year, Helen has been a devoted 
worker for NSA. As Educational Chair- 
man for two years, she was responsible 
for their first Secretarial Workshop, a 
tremendous success. She has been instru- 
mental in organizing new chapters in 
Staunton, Martinsville and Radford- 
Christiansburg area. 

She also is an active member of the 
Naval Reserve. 

In his letter informing her of the 
award, the manager commended her for 
her outstanding demonstration of the 
loyal, devoted and efficient public 
servant. 
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WBIn 1952, a letter arrived at the NSA 
headquarters office inquiring if a citizen 
of Canada could become a member of 
the Association. Thérése Kingsley, vio- 
linist, singer, social club worker, and 
bi-lingual secretary to His Worship Ma- 
yor Roland McDuff of the Town of 
Montreal East, was the writer. 


In due time, Thérése received a let- 
ter welcoming her to the Chapter at 
Large of NSA—its first Canadian sec- 
retary. 


Modestly and with French charm, 
Thérése tells us, “I have found NSA by 
myself when one day I came across its 
journal, THE SECRETARY. I became a 
member of the Chapter at Large until 
1956 when our Montreal Chapter was 
established with thirty-four charter 
members.” 


During those years Thérése first pro- 
vided the inspiration for the amend- 
ment that made NSA international—its 
incorporation in Canada in 1953 when 
a chapter was installed at Niagara Falls, 
Ontario. Then she visited Boston dur- 
ing a vacation and became acquainted 
with the excitement and enlightenment 
of NSA chapter activities. Finally, she 
attended the international convention in 
New York, and as she says, “after that 
I was really sold to NSA.” Sold she 
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truly was, for, single handed, she pro- 
ceeded to organize the large, high-level 
Montreal Chapter. 


Serving as her chapter’s first presi- 
dent, Thérése instilled into it her own 
brand of gay enthusiasm, her ladylike 
demeanor, and her high secretarial 
ideals. 


Thérése told the members, “I feel 
there are common aims and ambitions 
of all members of our Montreal Chap- 
ter. We all have the same desire to 
strengthen our Association by serving 
our country, our community, and the 
companies for which we work. Faith in 
ourselves, in our decisions, and in our 
actions, is the factor necessary to fur- 
ther the programs we have adopted.” 


Her innate zest and joie de vivre 
carry her through an exacting daily 
schedule at work. Montreal East is the 
first-ranking petroleum city in Canada 
(it rates seventh in all of North Amer- 
ica). Ninety-two percent of the valua- 
tion roll is composed of the heavy in- 
dustry of a prosperous city. 


Thérése says her job as secretary to 
His Worship the Mayor is most fas- 
cinating. Though she claims her duties 
are similar to those of any other secre- 
tary, she mentions such items as attend- 
ance at town council meetings, greeting 
people “from the poorest to the biggest 
industrialist,” extracting minutes to be 
used for permits solicited by various 
companies to open streets, remove or 
install telephone poles, and so forth. 
The most challenging part of her job, 
Thérése thinks, is the social work in- 
volved, “because,” as she says, “of its 
humanitary facets. It comprises investi- 
gations accurately performed to justify 
the claims being made, and submission 
of reports to service clubs or groups 
for approval and obtention of finan- 
cial help where needed.” 


Thérése grew up in a large and happy 
family of five sisters and one brother. 
She lives at home—which she loves 
dearly—with her father and one un- 





married sister. Her greatest pride is in 
her fifteen nieces and nephews. Her 
eyes sparkle when she recalls the gay 
and noisy family gatherings each New 
Year's Day and Easter Sunday. 


Greatly gifted with musical talents, 
Thérése not only plays the violin with 
exceptional finesse, but sings in a clear 
and sweet mezzo-contralto voice. She 
already has two vocal concerts to her 
credit. 


Though devotion to fifteen nieces 
and nephews, a busy NSA life, and an 
all-encompassing job would seem to fill 
the entire twenty-four hours of each 
day, Thérése undoubtedly has found the 
secret of the thirty-six-hour day. She is 
now serving as vice-president of the lo- 
cal Desk and Derrick Club, as a mem- 
ber of the “Alliance Francaise de Mon- 
treal,” and is active in the Montreal East 
Literary Club, as well as in several serv- 
ice clubs in her community. 


With an appealing charm, a gay 
smile, devotion to family, artistic talents, 
an intellectual bent, and secretarial ca- 
pabilities of the first water—all com- 
bined, Thérése might well have become 
unbelievably complacent. Yet the words 
by which she orders her day, which she 
repeated most often to her chapter, and 
which most truly exemplify Thérése are 
these: “Humble thyself in all things, 
and to thine own self be true.” That is 
Thérése. How God must love her. 





Thérése Kingsley 
e ee 
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plans for 


SECRETARIES 
WEEK 


throughout 


NSA 


Mi Many, many hours of work have gone 
into plans for Secretaries Week observ- 
ances in chapters. 


In response to a request in the Feb- 
ruary issue, a number of chapter report- 
ers have forwarded resumes, and we list 
here highlights of the activities we 
know about which are planned for this 
important week in the NSA year. 


These are only excerpts from the 
chapter reports, as so many chapters 
have scheduled such a full week that 
space does not permit reproducing the 
resumes in their entirety. 


The Secretaries Week Kit prepared 
by the International Secretaries Week 
Committee obviously has been of help 
to chapters in their planning. Most 
groups reporting on their plans have 
followed the pattern suggested by the 
committee. 

Also, Barbara Pradal Price, Public 
Relations Director, should be gratified 
to know how many chapters have fol- 
lowed her publicity suggestions. 


Zanesville Chapter (Ohio) plans to 
place thirty-two high school students in 
offices, thus giving them actual experi- 
ence in office procedures. They also 
will be guests of Dorothy Miller's stu- 
dents at a dinner in the high school. 
Miss Miller is an honorary member of 
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Secretary of Commerce Sinclair Weeks presents the 1958 Secretaries Week procla- 
mation to NSA President Clare Jennings, as Edward D. Taylor, Administrative 
Vice President of the Office Equipment Manufacturers Institute, looks on. 


the chapter and commercial teacher at 
the Zanesville High School. 


London Centennial Chapter (On- 
tario) has adopted the theme “Better 
Secretaries Mean Better Business,” since 
“First Lady of American Business” won't 
do for Canada. Their story about the 
Association and the week will be sur- 
rounded by ads from stores and busi- 
nesses with tributes to their secretaries. 
The week will culminate with the first 
Canadian Division annual meeting in 
Niagara Falls. 


Quintus Chapter, Brantford, On- 
tario, will open the week with a mem- 
bership tea, followed by their first Boss 
Night on Monday. 


Career Day will be featured by Mar- 
quette Chapter, Peoria, Illinois, when 
members will invite students from lo- 
cal high schools to their offices to ob- 
serve firsthand a secretary's day. 


A city-wide Secretary-of-the-Year con- 
test is being planned by Quincy Chap- 
ter (Illinois), with letters sent to lo- 
cal business firms and service clubs, 
inviting them to enter their secretaries. 
Business college and high school faculty 
members will serve as judges. 


All secretaries in the Quad-City area 
have been invited to the Fourth Mid- 
west Secretarial Institute planned by 
Rock River Chapter, Rock Island- 
Moline, Illinois, to be held on April 
19. 

Crossroads of America Chapter, In- 
dianapolis, Indiana, in addition to the 
usual publicity in newspapers, on radio 
and TV, will use the interest engen- 
dered to make some money by selling 
chances on an outfit to be awarded at 
the style show on Secretaries Day. “First 
Lady of Business” place mats will be 
furnished service organizations who re- 
quest speakers during the week. 


Evansville Chapter (Indiana) plans 
its second all day secretarial seminar as 
its main activity during Secretaries 
Week. 


On Friday and Saturday of that week, 
Heart of the Nation Chapter, Terre 
Haute, Indiana, will co-sponsor with 
Pi Omega Pi, National Honorary Busi- 
ness Fraternity on the campus of Indi- 
ana State Teachers College, a Business 
Education Clinic. Dr. Inez Wells, Dean 
of the CPS Institute, will speak. 


Marion Chapter (Indiana) has 
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among its plans the decoration of local 
store windows, paying tribute to secre- 
taries. 

Secretaries Day will find the mem- 
bers of Richmond Chapter (Indiana) 
entertaining their bosses at dinner. Rob- 
ert T. Wood, Industrial Relations, Buc- 
yrus-Erie Company, will speak, and The 
Singing Secretaries of Hagerstown will 
sing. 

Tawasi Chapter, Fort Wayne, In- 
diana, will have thirty-two office equip- 
ment firms exhibiting at their Seminar 
of Secretaries, to which high school stu- 
dents have been invited free of charge, 
except for their luncheon. 

Detroit Transcript Chapter (Mich- 
igan) will have six outstanding men 
from industry to speak at their dinner 
on Secretaries Day which will honor 
their Secretary of the Year. 

On Sunday, the local chapter of Fu- 
ture Secretaries Association will be the 
guests of Codi Chapter, Canton, Ohio, 
for a Coke party. A Hawaiian theme is 
planned for the bosses’ wives dinner to 
be held on Secretaries Day. 

Cincinnati Chapter (Ohio) will 
open the week on a religious note, with 
special services at the recently dedi- 
cated Christ Church and concluded with 
services in the newly renovated Cathe- 
dral of St. Peters in Chains. Their Sec- 
cretarial Seminar will be held April 26 
at the University of Cincinnati. 

As a climax to its series of lectures 
on human relations, Forest City Chap- 
ter, Cleveland, Ohio, is planning a 
Secretarial Conference at Western Re- 
serve University on April 19. 

Columbus Chapter (Ohio) will 
hold its annual Secretarial Institute at 
Ohio State University on Secretaries 
Day. 

Moundbuilders Chapter, Newark, 
Ohio, will celebrate with a membership 
tea on Sunday, April 20, and a dinner 
on April 23. 

Glass City Chapter, Toledo, Ohio, 
will again increase the number of ca- 
reer day talks given before secretarial 
students during Secretaries Week. These 
talks have been very well received. They 
hope to work out a tie-in with the an- 
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nual tea of the city’s women’s service 
clubs, scheduled for April 20. 


Yo-Mah-O Chapter, Youngstown, 
Ohio, will have Dr. Mary Virginia 
Moore of Michigan State University, 
Education Consultant to NSA, as their 
speaker for a workshop. This evening 
affair will include displays and a dinner. 


Eileen M. Kramer, last year's Secre- 
tary of the Year for Badger Chapter, 
LaCrosse, Wisconsin, will participate 
in several Career Day programs at the 
local high schools and will appear on 
a TV panel with three executives. The 
chapter workshop will be co-sponsored 
by the LaCrosse Vocational and Adult 
Schools. 


Local newspapers will focus attention 
on Secretaries Week by featuring a 
member of Racine Chapter (Wiscon- 
sin) as “Cook of the Week.” The chap- 
ter will award a secretarial handbook to 
a student with the highest scholastic 
average in commercial studies. 


The Wisconsin Convention of the 
Toastmasters has asked members of 
Milwaukee Chapter (Wisconsin) to 
present a skit dealing with boss-secre- 
tary relationships as a kickoff to Sec- 
retaries Week. During the entire week, 
the Electric Company sign and the sign 
on top of the city hall will spell out 
in lights a salute to all secretaries. 


Lake Shore Chapter, Chicago, II- 
linois, already has selected its Secretary 
of the Year, who will reign during Sec- 
retaries Week. An all-day workshop will 
be held April 19 at the Conrad Hilton 
Hotel. About 1,000 secretaries are ex- 
pected to attend. To conclude the week, 
chapter members will attend the divi- 
sion meeting. 


Hawkeye Chapter, Des Moines, 
Iowa, will co-sponsor two workshops 
during Secretaries Week. April 29 is 
the date for the chapter’s Fourth An- 
nual Workshop at Drake University, 
with the theme, “The Sixth Sense— 
Secretarial Sense.” On April 24-25, the 
chapter will participate in an all-cam- 
pus personnel workshop at Iowa State 
College, Ames, Iowa. Member Mary 
Fitzgerald, and honorary member Dr. 
Francis E. Merrill, will speak, and chap- 


ter members will participate in panel 
discussions. 


Carbondale Chapter (Illinois) will 
have its Bosses Night on April 21, 
which happens to be the regular meet- 
ing night. 

Coffeyville Chapter (Kansas) will 
have full page newspaper coverage of 
NSA and its history to commemorate 
the occasion. 


The Advertising and Sales Executives 
Club of Kansas City will honor two 
Westport Chapter members on their 
Secretaries Day, April 21. Mrs. Lily A. 
Okura, International First Vice-Presi- 
dent, will be a guest. Restaurants have 
been contacted to ask if they will in- 
clude a “Secretary's Snack” and a 
“Bosses Lunch” on their menus during 
the week. 


On Thursday night, Titche-Goettinger 
Company of Dallas will give a fashion 
tea for all secretaries, honoring Big D 
Chapter, On Saturday, the chapter's an- 
nual workshop will be held at the 
Adolphus Hotel, emphasizing “How We 
Learn, How We Work, and How We 
Live.” 


Satellite Chapter, Canoga Park, 
California, will have its Secretaries 
Week Proclamation presented by Lou 
Costello, Honorary Mayor. A feature 
story in the Los Angeles Times will con- 
tain interviews with the secretaries to 
Norris Poulsen, mayor of Los Angeles; 
Walter O'Malley, owner of the Los 
Angeles Dodgers; and Ralph Edwards, 
producer of “This Is Your Life” tele- 
vision show. 


After attending church in a group on 
Sunday, members of St. Petersburg 
Chapter (Florida) will have a tea for 
bosses’ wives and prospective members. 
A typing contest for NSA members 
will have a new portable typewriter or 
trip to Nassau as prize. 


Houston Chapter (Texas) has in- 
vited husbands to the dinner on Secre- 
taries Day honoring their Secretary of 
the Year. 

Trinity Chapter, Fort Worth, 
Texas, plans an Executives’ Night Din- 
ner for April 23. Speaker will be R. L. 
Fitzpatrick, Vice-President of Sales, 
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American Airlines, on “Today's Cus- 
tomer Challenge.” 

Two local industries have purchased 
slogan plates for their postage meters 
which will proclaim Secretaries Week 
and state “Better Secretaries Mean Bet- 
ter Business,” at the suggestion of 
San Fernando Valley Chapter, Bur- 
bank, California. Mrs. Genevieve Con- 
nors and Mrs. Willa Matthews will ap- 
pear on the Groucho Marx TV program 
during the week. Several members will 
appear on KTLA-TV’s “Meet the Peo- 
ple” program. 

The City Beautiful Chapter, Or- 
lando, Florida, will have a kick-off 
breakfast on Sunday, and the week will 
conclude with a workshop on Saturday. 

“Free Time in Our Satellite Age” 
will be the theme of the annual sym- 
posium-luncheon of Los Angeles Chap- 
ter (California), on April 26. Con- 
testants for the title “Outstanding Sec- 
retary of Southern California” will be 
judged before luncheon, with a com- 
plete costume donated as prize by the 
Downtown Business Men’s Association. 

Sioux Chapter, Sioux City, Iowa, 
will award the Marie Ricketts Wilson 
Scholarship of $150 this week. The 
winner, besides other qualifications, 
must write a 200-word theme on “Why 
I Wish to Become a Secretary.” 

Walla Walla Chapter (Washing- 
ton) will co-sponsor with the Cham- 
ber of Commerce, the “Orchids to the 
Secretaries” luncheon at the Marcus 
Whitman Hotel on April 22. This func- 
tion has been sponsored by the Cham- 
ber for the past three years and has 
developed into a big occasion for local 
secretaries. Some 300 persons attended 
last year. 

Teton Chapter, Casper, Wyoming, 
will have members of the Future Sec- 
retaries Club from Natrona County 
High School as guests of honor at a 
tea on Sunday. At this time a scholar- 
ship will be presented. During the pre- 
ceding week and Secretaries Week, 
chapter members will present a short 
skit before nine local service clubs, to 
create interest in the chapter-sponsored 
workshop on April 25. 

Five speaking engagements before lo- 
cal service clubs have been arranged by 
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Denver Chapter (Colorado), with 
each member sécretary being intro- 
duced by her boss. Air-minded secre- 
taries will be guests of United Air 
Lines for short courtesy flights over the 
city and nearby mountains. Following 
the trips, the travelers plan some in- 
formal dinners in the Municipal Air- 
port restaurant. 

Cornhusker Chapter, Lincoln, Ne- 
braska, will sponsor a Secretarial Insti- 
tute on April 19, in cooperation with 
the Extension Division, University of 
Nebraska, and open to all secretaries. 
During this week they will award their 
scholarship to a high school graduate. 

Olympia Chapter (Washington) 
hopes to install a new chapter in the 
Longview-Kelso area during the week. 
They will have a luncheon on Secre- 
taries Day to which all secretaries from 
industry, government and professional 
offices are invited. 

Breakfast at the Washington Athletic 
Club will honor employers of members 
of Sacajawea Chapter, Seattle, Wash- 
ington, on Secretaries Day. Program 
highlights will be awarding of the an- 
nual $200 scholarship to a graduating 
high school senior who will begin 
studies in secretarial science at the Uni- 
versity of Washington. 

A series of articles in the Gazette- 
Telegraph will feature six secretaries 
during the week—one each day, through 
the efforts of Pikes Peak Chapter, 
Colorado Springs, Colorado. They 
also have been given fifteen minutes 
of television time. 

Mt. Rushmore Chapter, Rapid 
City, South Dakota, will observe Sec- 
retaries Day with a coffee party in the 
evening. This includes a workshop and 
members of the AAUW, B&PW, Zonta 
Club, Credit Women, and other or- 
ganizations invited. 

Caricatures of all Kachina Chapter 
members will be displayed throughout 
the Pueblo, Colorado, business district 
during the week. One store has prom- 
ised three windows for display space. 
Kachina’s twelve-man Management Ad- 
visory Board, other secretaries and their 
bosses are invited to attend the banquet 
April 23. 

Several weeks before Secretaries 


Week, the local newspaper plans to 
begin a series of articles on Savannah 
Chapter (Georgia) members. A party 
for a group of orphans is scheduled 
for Friday evening, sponsored by the 
Secretaries Week committee. An all- 
day party at a member's home will con- 
clude the week’s activities. 

Plans for Nashville Chapter (Ten- 
nessee) include a fashion show, with 
proceeds to go to a scholarship fund; 
dinner for bosses and wives; coffee for 
Secretary of the Year; and presentation 
of a scholarship. 

A book review with attendance prizes 
is planned as a ways and means project 
by Memphis Chapter (Tennessee) on 
April 22. They will issue CPS cer- 
tificates to three members at the Sec- 
retaries Day luncheon on the 23rd. 

Lynchburg Chapter (Virginia) 
will have a story written by the feature 
editor of the local newspaper, covering 
their Executives Night dinner. He will 
attend the dinner, take the pictures he 
wants, and gather the material on the 
spot. In addition, they have obtained 
extensive radio and newspaper cover- 
age of their activities during Secre- 
taries Week. 

Pas-Ric-Ken Chapter, Richland, 
Washington, will include the bosses’ 
wives as guests at their “Boss Night” 
banquet this year. This affair always is 
the highlight of their Secretaries Week 
activities. 

A two-day institute is planned by the 
Tuskegee Secretaries Association, which 
includes five members-at-large of NSA. 
The institute will be held in the recrea- 
tion room of the Veterans Hospital, 
Tuskegee, Alabama. 

Philadelphia Chapter (Pennsyl- 
vania) is opening its celebration of 
Secretaries Week with a luncheon at the 
Philadelphia International Airport, 
where the members can watch planes 
arriving and departing from all parts 
of the world—symbolizing the interna- 
tional nature of NSA. On Secretaries 
Day, NEVP Ethel Ambler will install 
a new chapter, sponsored by the Phila- 
delphia Chapter, and composed of sec- 
retaries from Hatboro and Jenkintown, 
Pennsylvania. 
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By Don Moore 
Executive Director 
Home Improvement Council 


improve your home 
and win prizes 


WB Whether you live in your own home 
or apartment or with your parents, you 
have a chance to win up to $25,000 in 
cash by entering the Home Improve- 
ment Council’s exciting consumer con- 
test. 


The Council, nationwide organization 
representing all segments of the repair- 
remodel-replace industry, is sponsoring 
the contest as part of its program to 
make the individual homeowner aware 
of the need for, ease of and benefits 
from repairing and remodeling. 


Scheduled in two phases, the overall 
contest will offer a total of $250,000 
in cash prizes. All homeowners and 
apartment residents in the nation are 
eligible to enter, with no requirements 
that a particular product be purchased. 


The first phase, to run until June 30, 
takes the form of a quiz—“How’s Your 
Home?”—and will help you determine, 
perhaps for the first time, the adequacy 
of everything in, on and around your 
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for doing it 


home. Official contest entry blanks, 
which can be obtained from local repair- 
remodel businessmen who display the 
HIC membership seal or from manu- 
facturer members of the Council, are 
designed to help each homeowner plan 
his own improvement program. Copies 
of the blank are also being bound into 
many consumer magazines. 


This phase is designed for participa- 
tion by all members of the family. In 
the form of a check-list, the entry blank 
will make each family aware of the 
inadequacies of each room. Careful ex- 
amination is required of everything in- 
side the home—appliances, doorways, 
windows, flooring, carpeting, furniture, 
walls, ceilings, paint, wiring, heating, 
closets, hardware, laundry facilities, stor- 
age space, bathroom fixtures, ventila- 
tion. Thorough exterior examination is 
also required—screens, windows, awn- 
ings, paint, storm windows, foundation, 
driveway, parking, furniture, fence, 
trees, plants, lawn, lighting, siding, gar- 


age, porches, trimmings, tool storage, 
roof, chimney. 


After completing the check-list, en- 
trants will be asked to tell in twenty- 
five words why they feel it is impor- 
tant for them to improve their present 
home—reasons like boosting the value 
of the home . . . have more enjoyable 
family living . . . improve neighbor- 
hood . . . update appearance . . . take 
care of troublesome maintenance before 
it really becomes a problem. Entries 
will be judged on the basis of sincerity 
and originality, rather than on writing 
excellence, grammar or vocabulary. 


A total of $125,000 in cash will be 
awarded winners in this phase, which 
will be promoted by HIC in special 
newspaper sections, by manufacturers in 
their advertising and by local members 
through demonstration homes, home 
improvement shows, homeowner clinics, 
local contests and other methods. 


The second contest phase, to run from 
July 1 to December 31, will require 
actual completion of a home improve- 
ment project with the aid of a local 
Council member. Another $125,000 in 
cash will be awarded winners. In some 
cases, manufacturers will offer “bonus” 
awards to entrants who use their prod- 
ucts in completing the home improve- 
ment projects. Please take “before” and 
“after” picture if you are considering 
entering this phase. 


The Council, its national level mem- 
bers and its local members are dedicated 
to helping homeowners halt the de- 
terioration of this nation’s forty million 
homes in need of repair, and to making 
it easier for them to buy the materials 
and services of the repair-remodel-re- 
place industry. The contest is designed 
to alert homeowners to their needs; 
other HIC activities will inform them 
of the benefits of home improvements, 
give them specific ideas, tell them where 
to start and how to proceed. This will 
be accomplished through articles in 
consumer magazines, newspaper sec- 
tions, radio, television, various printed 
materials and special films for showing 
to local groups and organizations. 


Need for such an organization has 
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been expressed by governmental, indus- 
try and civic leaders alarmed by the 
rapidity with which America’s homes 
are deteriorating and by general social 
and economic problems which can be 
alleviated to some extent by better liv- 
ing conditions. 


It is believed that stimulation of home 
improvement projects will help curb 
the spread of juvenile delinquency by 
providing the more wholesome, more 
healthful and happier environment 
which comes from a better home. Mod- 
ernization is also considered, in a very 
real sense, a form of thrift and there- 
fore anti-inflationary. 


Progress in home design, seen by 
every family in the post-war homes 
they visit, has created a climate of dis- 
satisfaction with pre-war standards 
among those many millions who live 
in old houses. The Council will show 
them how they can have that new-house 
kind of living at their old address, pos- 
sible through new and improved prod- 
ucts which make it possible to bring 
any sound structure completely up-to- 
date through intelligent home improve- 
ment. 


Local repair-remodel-replace business- 
men who have indicated sincere inter- 
est in aiding you with your home im- 
provement projects are ready to provide 
helpful guidance and responsible coun- 
sel at all times. They can be identified 
by the HIC membership seal, which is 
prominently displayed at their places of 
business, and by their use of “home 
improvement headquarters” and “con- 
test headquarters” placards. 


Organized industry activity such as 
the Council is spearheading will lead 
the way toward an end of the decay 
and deterioration which is engulfing 
our nation’s homes. There is no question 
that Americans can and must have bet- 
ter shelter, possible to a very large ex- 
tent by improving the quality of the 
existing stock of housing. It is to your 
interest to spend a greater share of 
your individual budget on housing by 
improving, modernizing and replacing 
for better living. 
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In the Mail (Continued from Page 13) 


consistently uncertain, and traffic hazards make each 
trip an adventure. However, the coffee break is replaced 
by countless cups of tea, served in the office where 
life is relatively calm. 

As compensation, there is always excitement in 
living abroad. In Persia are links from the oldest 
times to the present. You can visit mosques and palaces 
many centuries old or touch carvings made in the time 
of Darius and Alexander the Great. Camel trains plod 
the streets, sometimes holding back a stream of late 
model cars. In everything is the mixture of old and 
new. You observe and often help the hesitant advances 
in business methods, knowing that improved efficiency 
must come for the necessary expansion. 

For a Persian woman who may be learning secretarial 
methods in a foreign firm, there is a special satis- 
faction in being given responsibility and being al- 
lowed to develop it. Each one in this position is mak- 
ing a step forward for her country. An American sec- 
retary, on duty here, finds a field for service in 
her work and outside it. 





























(Recommended by CPS Institute) 


COLLEGE BUSINESS LAW 
Rosenberg, R. R. McGraw-Hill, 1953. 


PERSONAL ADJUSTMENT TO BUSINESS 
Gates, J. & Miller, H. Prentice-Hall, 1958. 


STATISTICS FOR ECONOMICS AND BUSINESS 
Paden & Lundquist. McGraw-Hill, 1956. 


DESIGN AND CONTROL OF BUSINESS FORMS 
Knox, F. M. McGraw-Hill, 1952. 


ACCOUNTING FOR NON-ACCOUNTANTS 
Myer, J. N. New York University Press. 


EFFECTIVE COMMUNICATION IN BUSINESS 
Aurner, R. R. South-Western (Third Edition). 


STANDARD HANDBOOK FOR SECRETARIES 
Hutchinson. McGraw-Hill, 1956. 


Periodicals: 
THE OFFICE. 


SYSTEMS AND PROCEDURES QUARTERLY (Systems and Procedures 

Association of America, Inc.) 
ORSON NERA LE LS IIE LEI SAINTE EI 
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DISTRICT REPORTERS 
GREAT LAKES DISTRICT 


Roberta Iredale 
Room 700 

225 East 4th Street 
Cincinnati 2, Ohio 


NORTHEASTERN DISTRICT 


Mrs. Alicia Cogan 
161 Prospect Park West 
Brooklyn 15, L. 1., New York 


NORTHWESTERN DISTRICT 


Mrs. Winifred L. Hillyer, CPS 
3301 West 24th Avenue 
Denver, Colorado 


SOUTHWESTERN DISTRICT 


Mrs. Susie Marie Wilson 
City Clerk's Office 
Ada, Oklahoma 


SOUTHEASTERN DISTRICT 


Margie Keith, CPS 
1911 20th Avenue South 
Nashville, Tennessee 
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new chapters 


Ludington, Chapter 


Ludington, Michigan 
(Installed on February 14, 1958) 


Marilyn Rasmussen, President 

P. O. Box 164 

Ludington, Michigan 

Mrs. Marion W. Treesh, Vice President 

308 East Court 

Ludington, Michigan 

Charlene Englebrecht, Corresponding Secretar) 
307 South Rowe 

Ludington, Michigan 

Eldonna Fugere, Recording Secretary 


Route #2 
Ludington, Michigan 


Helen Borski, Treasurer 
20614 East Foster 
Ludington, Michigan 


Homestead Chapter 


Homestead, Florida 
(Installed on February 16, 1958) 


Mrs. Alyce Gay, President 
959 N. W. 3rd Avenue 
Homestead, Florida 


Mrs. Thelma T. McGarrah, Vice President 
440 N. E. 13th Street 
Homestead, Florida 


Mrs. Kathleen T. Newton, Secretar) 
Route #1, Box 123D 
Homestead, Florida 


Janet Hiers, Treasurer 
P. O. Box 231 
Princeton, Florida 


Welland Chapter 


Welland, Ontario, Canada 
(Installed on March 22, 1958) 


Mrs. Loverne Y. Burniston, President 
16 Norway Avenue 
Welland, Ontario, Canada 


Mrs. Ellen Jean O'Toole, Vice President 
105 Maple Avenue 
Welland, Ontario, Canada 


Mattie Grace Pettit, Secretary 
113 C Hellems Avenue 
Welland, Ontario, Canada 


Mrs. Lois K. Mate, Treasurer 
11 Linwood Avenue 
Welland, Ontario, Canada 
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dates to remember — 


Iowa Division 
Time: April 11, 12 
Place: Davenport, Iowa 


Utah-Idaho Division 


Time: May 10, 11 
Place: Ben Lomond Hotel, Ogden, 
Utah 


Minnesota Division 


Time: May 9, 10, 11 
Place: Lowry Hotel, St. Paul, Min- 
nesota 


Colorado-Wyoming Division 
Time: May 16, 17 
Place: Grand Junction, Colorado 


Nebraska-South Dakota Division 


Time: May 23, 24 
Place: Sheraton-Fontenelle Hotel, 
Omaha, Nebraska 


Washington Division 
Time: May 23, 24 
Place: Spokane, Washington 


Georgia Division 
Time: April 11, 12, 13 
Place: Rome, Georgia 


Delaware-Maryland-District of 
Columbia Division 


Time: May 16, 17, 18 
Place: Mayflower Hotel, Washing- 
ton, D. C. 


Tennessee Division 


Time: May 16, 17, 18 
Place: Nashville, Tennessee 


West Virginia Division 
Time: May 16, 17, 18 
Place: Bluefield, West Virginia 


Virginia Division 
Time: May 23, 24, 25 
Place: Richmond, Virginia 


Alabama Division 


Time: June 6, 7, 8 
Place: Decatur, Alabama 


Carolinas Division 


Time: June 6, 7, 8 
Place: Greensboro, North Carolina 


Florida Division 


Time: June 13, 14, 15 
Place: Clearwater, Florida 


Canadian Division Meeting 


Time: April 25, 26, 27 
Place: Sheraton-Brock Hotel, Niagara 
Falls, Ontario, Canada 


New Jersey Division Meeting 


Time: May 10 
Place: Elk’s Club, Hackensack, 
New Jersey 


New England Meeting 
Time: May 16, 17, 18 
Place: Eastland Hotel, Portland, 
Maine 


New York State Division Meeting 


Time: May 23, 24, 25 
Place: The Waldorf-Astoria, New 
York, New York 


Pennsylvania Division Meeting 


Time: June 6, 7, 8 
Place: Penn-Harris Hotel, Harrisburg, 
Pennsylvania 


Illinois Division Meeting 


Time: April 25, 26, 27 
Place: Edgewater Beach Hotel, 
Evanston, Illinois 


Indiana Division Meeting 


Time: April 11, 12, 13 
Place: Kokomo, Indiana 


Michigan Division Meeting 


Time: May 17, 18 
Place: Dearborn Inn, Dearborn, 
Michigan 


Ohio Division Meeting 


Time: May 23, 24, 25 
Place: Columbus, Ohio 


Wisconsin Division Meeting 


Time: May 2, 3, 4 
Place: Green Bay, Wisconsin 


Oklahoma Division 


Time: April 12, 13 
Place: Oklahoma City, Oklahoma 


California Division 


Time: May 17, 18 
Place: Monterey, California 


Arizona-New Mexico Division 


Time: May 17, 18 
Place: Roswell, New Mexico 


Missouri Division 
Time: May 17, 18 
Place: Springfield, Missouri 


Texas-Louisiana Division 


Time: May 17, 18 
Place: El Paso, Texas 


REGIONAL MEETINGS 


Ark-Mo-Kans-Okla 
Time: October 4, 5 
Place: St. Louis, Missouri 


Texas-Louisiana 


Time: November 8, 9 
Place: New Orleans, Louisiana 


Calif-Ariz-New Mex. 


Time: October 18, 19 
Place: Phoenix, Arizona 





























The emblem of The National Secretaries Association (International) is 
significant of its aims and purposes. Emblazoned across the face of the 


emblem is the classic lamp of learning, its rays lighting the world; the 


world signifying that the field is unlimited for the secretarial profession; 
and stamped boldly on this emblem are the letters B-L which stands for 
Better Learning, Better Letters and Better Living. 








